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Unit One 


Introducing Transworld 


Exercise la Addresses 


Look at the parts of addresses in the UK and the US. Addresses are all different, but 
most will look something like these: 


Title/first name or initial/surname Position 
in company 


Mrs E Hart House Mr Jack Hyam 
name 


Sales Director 


The Larches 
Street name 
and number House of Hyam Inc 


1 Honister Avenue 


# means #511 Free Street 


New York 


Hants PO5 6BL Postcode 


(PO stands for 
Portsmouth, (state }—New York 17211 


England the nearest 


ad 


County (Hants is ; : 
the abbreviation Country (you only write the country in the 
for Hampshire) address when you are writing abroad) 


These four addresses are mixed up. Write them out correctly. 
1 Mr-—Millco Ltd — Halifax 
Faram — The Mills — C — England 
HX5 7PT — River Street 


Cee ee mee m em eee eee eeererasererereenrosesaseee 
eee eee ee ee eee ee eee eee eee ey 
See ee eee eee ee eee ee eee eee ee) 
CO Herre meee eee ree eos tee rerere ven eeeesseteetes 


2 Ms — 6355 — Vice President— USA in. eee c cece cc csccccecncecaereecsuaveceeseve 
Virginia 22031 — Beacon Street cece ec ccc cse cet cee cee eee cee ceeaseeseneeeenees 
A Egler—Computerco Inc ha ccc eee eceeectececeseeteecececessesneeeees 
Fairflax.; “°° °° Bitgsetttintns Bes uahiics vans ooasceawaaserseeenes 


Poe erm merece er eee nee ees esesanese ran aersse serene 
CUO OH mwas ee eer eee rer ate ser teOeedeoereseneaes 


ee 


Unit 1 


3 . Manchester — 74 — Transworld Freight = ..’............. ee eee Caves 
Senior Accounts — Elizabeth — plo os eee cee cec ences eeceecce cee cee ceseaeueeucs 
M15 7BJ — Dockside — Clerk —Ms case ee ccs c eee ee cece ences cet eee cee aeeeeseeeens 
Shepherd . 


PRO Mee wen ere eee eee hae eesesereneeeeerenetee ser 


COC Heo oor e eer erreeresesEeeeeeHssereoeeEEereseons 


4 Dumiticz -Pittsburg-22-G-  ceeeeeaeeeeeee Hd sek eC Aad Grahs Boren a 
Sampson Silks — Mr — 15217 — Street wc. cee eee eee e eee Bhs Se ccetites a Wake ue sae 
Pennsylvania — Main Kui iaevus Stee Wet eamaaleabonsu maa caeuaeey pia 


Pee eee eee ser ese rece cenecreeresrernesseeseseoene 


POR OHA Oem eee eet ame nee ere Heeeeerereeeeneveteee 


Exercise 1b _A letter of application 
Write these parts of the letter in the correct places in this letter. 


10 March 1983 position to hearing from you 

Tracy Davis (Miss) Person Friday Dear Sir or Madam 

Personnel Manager Yours faithfully : 
Whitehouse & Co Ltd Tagy Danis 
69 Puritan Street 62 Longford Lane 

London WC2B 3XP London £EC4 7EL 


I enclose an application form for the ....sscceceees 


Of ..secesseesee. AS you can see, I do not have any 


experience, but my examination results were good and 


I am very interested in fashion. 


@ : 
I am available for an interview at your convenience. 


I look forward or ee ee ee ee ee 


Exercise lc Comprehension 


Choose the correct answer to each of these questions about the letter of 
application in Exercise 1b. 
Is the Personnel Manager a man or a woman? 
(a) man (b) woman {c) we do not know 
2 What is Whitehouse & Co Ltd, do you think? 
(a) a school - (b) a dress company (c) a job agency 
3 When can Tracy go for an interview? 
(a) at any time (b) only in school hours (c) only out of school hours 
At the moment, do you think Traqy 
(a) is still at school? (b) has left school? (c) is in another job? 
Is Tracy Davis married? 
(a) yes (b) no (c) we do not know 


ao 


Exercise 1d An application form 
This is part of the application form Tracy Davis sent with her letter. Fill in the details 
you know about Tracy. 


Whitehouse & Co Ltd, 69 Puritan Street, London WC2B 3XP 


PLEASE COMPLETE IN BLOCK CAPITALS 
APPLICATION FOR THE POSITION OF ....0.......cceeceseeeceeececeseeeteseneeeneesseenens 


SUE AME 2a. coos cece cs seescas conedacouscteeueie ce First name(s) ...........0cccsecereceseeeeeeeeves 


Marital status ..0..........cceseeeceees enone eee Telephone: $0525 c.f 08s 0d stacvesetaseieeesiedes 
PARES: ccc coos vis eoseeesneteads sods amcticoa seepaed divacivedt as uaied en ad banuing Neatsngegh Tanta gaes cb vteanideess 


References: 


SIQMALUTE oes dcsesese esl gi csetecunes estes ogee MDAC vibe. es ecoonsadesseaceotuascdeetecusspeaueeens 


Exercise le Connections 
Can you see any connections between.these words? Put the words into pairs which have 


some connection. 

(a) seafreight (b) job (c) Dear Sir 

(d) junior (e) clerk (f) airfreight 

(g) airport (h) sheet of typing (i) position 
(j) senior (k) Yours faithfully (1) manager 
(m) docks (n) photocopy 


a ee 


Unit Two 
Buying and Selling 


Exercise 2a A cheque 


Fill in this cheque. It is the cheque Anne Bell made out to Household Designs & Co Ltd 
on 23 March 1983 for the cutlery and crockery she bought for the office. The total cost 
was £44.70 pence. Anne made the cheque non-negotiable. 


BONDS BANK aie 


CITY BRANCH 


12 Paragon Road Manchester M5 32L 


Pay or order 


Chequeno Branchno Accountno 
886270 8032301 20693056 


Exercise 2b Prepositions 


Complete these sentences with the following prepositions. 


by - for - in - of - out — to 

1 Nick paid ......... the stereo equipment ......... cash. 
2 Id like to pay ......... cheque. 

3 How much did the bill come ......... iy 

4 What was the unit price ......... the speakers? 

5 Who made ......... the cheque? 


Exercise 2c Word order 


The words in these sentences are in the wrong order. Rewrite the sentences correctly. 


1 one like I those would of 


I would like 


2 expensive that too is much 


ee ee ee ee ee ee 2 er 2) 


CRO Ree wee eee Hee Mma nee ETH EEE SEE EET EEE OEE HEH TER REE EET EHH HEHEHE HOLE MORO HH HOR HES HOS OEE CEH EOD OOO 


POC COR COR EHR SEE SES EHH RHEE EEE EHO RET EEH SEE SOE EHE EEE SEDO EEE EEE H EHO H EEE EHD HOH ORR OES EHD 


CCE Oe Coe Ram HHH EE SEE HHO HET SEH EHO H SEE HEH EHH HTH HHE RHE OEE SEH EE HET EOE HEH BED HES HHO SEH EOD Oe 


6 calculator very it a is expensive 


CMe mer PCO See LHe ROHR HEE HE SEH EES HEC SHE REL EEE EEE EHD ETH HER EET OES OER E LOSER OED OER E BE EEH EEE OCOR OOS 


Exercise 2d Colours 


Thirteen colours are hidden in this puzzle in which each number always stands for the . 
same letter. Write the colours in alphabetical order and write the translation in your own 


language. 


Exercise 2e Punctuation in money 
Can you punctuate these sums of money in two different ways? 


1 £576899 (a). £576899... oe ceececeeeeeees (b)..£5:768. 99. eee 
2 $2222222 Co (Wiseaae conse: : 
3 £10101010101 (a).......scesesceceeeesesesesceeees Gy caienee tac 
4 $1765 AViiasceitaees sis deretels Bein tcc he 
5 £543219876 = (a).......... srieeaintehaeeineeeee I) eoesag easiest iaeties 
6 $1000000 (ales tcaiecnatedancaaces eae (Bi easienhoeee deals: 


Unit Three 


Transportation. 


Exercise 3a Reported speech 
Rewrite these sentences using the past tense. 


1 I think Beeton is on the coast. 
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Pee Oe wee mee mem eee Bee SEH eee eee TEER OHH EEE OH OEE HOR EER OEE TERED DEE HE Dee ee ERE EEE EOE 


Exercise 3b Means of transport 


The eight words in this puzzle can all complete the sentence: 


We are sending the goods by ............ 
What are the words? 


> 23-1043 


[Rema [Of 


Unit 3 


Exercise 3c Spelling 
Decide which of these words are spelt incorrectly and correct them. 


| tos | tes | Comin 
owe 
ee 
ee 
a 
a 
eve 
ee 


resco ff 


Exercise 3d_ A puzzle 


There are three cases of cutlery. One contains knives, one contains forks and one 
contains a mixture of knives and forks. 


— KNIVES} KNIVES & FORKS 


Unfortunately, none of the labels is on the correct box. 

Without looking, you must take one piece of cutlery from one of the boxes. When you 
see what that piece of cutlery is, you must put the correct label on each box. 

Which box will you take a piece of cutlery from? How will you know which label goes on 
which box? , 


Put these receipts and vouchers in date order and fill in the petty cash book with the 
amounts and the missing dates and voucher numbers. Then fill in the analysis column, 
eg stamps = postage, petty cash book = sundries etc. 


SUPERSTAR 
SUPERMARKET 


W.H. Stationers 


34x 
TTL 34 
RCVD 34 
CHG 


1.82x 

36x 

TTL 2.18 
RCVD 3.00 
CHG 96 


I: = :83 
= 


IV:VIII:83 


SUPERSTAR 
SUPERMARKET 


W.H. Stationers 


PETTY CASH VOUCHER No: 99 
Date: / August 1983 


44x 
TTL 44 
RCVD ~=——s 50 
CHG 0€ 


1.10x 
TTL 1.10 
RCVD 1.50 
CHG 40 


5: = 383 
=> 
IX:VIII:83 


TYPO PETERSONS 
STATIONERY 


‘| Signature: 4.44 
Passed by: 4. Dass 
PETERSONS 


22 
TTL 22 
RCVD 22 
CHG 00 


2.55 
TTL 2.55 TTL 
RCVD 3.05 RCVD 
CHG 50, CHG 


PETERSONS 


5] 
TTL 5] 
RCVD 1.00 
CHG 49 


VIII:8:83 ) ITI:VIII:83 


V:VIII:83 XXIX:V1I1:83 


Unit 4 


CASHBECENED CASH PAID el ANALYSIS 
a Voucher 
Amount Date Details No. | TOTAL a ie Travel | Stationery | Sundries 


c/p| 5: f5-33{ | 


1963 
28s 


Exercise 4b | Number crossword 
The answers to this crossword are all numbers in the petty cash book in Exercise 4a. 


Clues 


Across 

b The amount of money put into the 
petty cash on 28 July 

e The price of the drawing pins 

g How much did the sellotape cost? 

i The voucher number for 3 August 


Down 

a_ The voucher number for the postage 

c The total spent on sundries 

d_ The price of the new petty cash book 

f How much did Anne pay the taxi driver? 
g_ The date Anne bought the biscuits 
h_ The cost of the biscuits 


Exercise 4c Contractions 


Fill in the full form of the contractions on the right in these sentences: 


1 [have........ filled in the proposal form. (I’ve) 
2s gbahis tosses already sent the premium. (She’s) 
3.) Ae atae going to claim compensation. (He’s) 


10 


Bey Spesneads ess .... send you a telex this afternoon. (I'll) 
5 u.eseseseeeesee be Qrateful.if you could send it today. (I'd) 
6 “He............. ask about the premium. (didn’t) 
T— Ueeeten beak not working for an insurance company any more. (I'm) 
8 She ......... want to take out insurance cover. (doesn’t) 


Exercise 4d_ A business letter 


Fill in these pronouns in the letter. Some of the pronouns are used more than once. 
I - it - me —- our - you —- your —- yours - ve 


SAFE INSURANCE PLC 
26 CHEAPSIDE 
HALIFAX HX2 5PJ 


Mr N Storke 

Export Manager 

GLM Engineering Ltd 

10 Oak Way 

Halifax HX6 3LP 18 August 1983 


sees ref: 67/3279CB 
ese. ref: NS/jl 


Dear Mr Storke 


Thank ..... for ..... letter of 16 August. 


sees. am pleased to inform you that ..... will insure ..... 
consignment to Paris. ..... would be grateful if 

could fill in the enclosed form and return ..... to ..... 
as soon as possible so that ..... can calculate the 
premium. 


look forward to hearing from ..... in the near 


future. 3 


seoee Sincerely 


Co 


Geoffrey Cook (Mr) 
Premiums Manager 


Unit Five 


Sales Documentation. 


Exercise 5a Say and tell 


Fill in the correct form of the verbs say or tell in these sentences. 


1 What-did you S............? 

2 She accsecseceeees she would send the statement. 

3 Did you .............6. him the invoice number? 

4 What has he ....... sas the insurance company? 
5 She is going to ............... him tomorrow. 

6 He always ............... the same thing. 

7 Shealways ................ the same story. 

8 The manager ............... him now. 

9 Anne ..........:.... Liz about the cheque yesterday. 


Exercise 5b Spelling 
Fill in the missing letters. They are all pronounced /i:/ as in see. 


Possible spellings 

1 sp...k 8 employ... e 

2 rec...pt “9 pl...se ee 

3 pr...mium 10 mar...ne ea 

4 m...t 11 p...ce ie 

5 rec...ved 12 proc. . .dure ei 

6 k...lo 13 pl. ..se i 

7 f...Id 


11 


Unit 6 


Exercise 5c A pro-forma invoice 
Anne received a pro-forma invoice for a book she ordered by post. This is the letter she 
sent with her payment Can you spot the mistake in the letter? 


69 Maple Road 
Manchester M3 2BY 


“Mail Order Book Co Ltd 
169 Front Street 
Liverpool L18 8FY 18 August 1983 


Dear Sirs 


I enclose a cheque for £4.75 in payment of your 
pro-forma invoice no 0037821 for the book ‘Personal Finance’. 


1 am very much enjoying the book. 


Yours faithfully 


bod 


Anne Bell (Miss) 


re 


CUSTOMER'S NAME 
AND ADDRESS: 


MAIL ORDER BOOK COLTD © 


Please make your cheque for the total amount payable to MOBC Ltd. 


BONDS BANK pic 


CITY BRANCH 
12 Paragon Road Manchester M5 32L 


Pay 


Chequeno Branchno Account no 
806275 80°32301 20689056 


12 


TestA 


Choose the correct words to complete these sentences. 


1) JAG: ian asus a sandwich at the moment. 
a) ate b) eats c)is eating d) had eaten 
2 Heused ............... for BOS Ltd. 


a) to work b) to working c) work ’ d) worked 


3 [look forward . from you. 
a) to hear b) to hearing “o) hear d) hearing 


4 He did not buy ............... furniture. 
a) some b) many c)a_ d) any 
O show bail dh sae is an airport near Beeton. 
’ a) There b)It c)He d) Where 
6 Hes... oseeseece the otder before hesent the goods. 
a) receives b) had received c) has received d) is received 
7 Could you ............... this letter please? 
a) to type b) to typing c) type 4d) typing 
8 She said ............... were there. 


a)I b)she c)he d) they 


OD TEAS tied eles yews by air. 
a) quicker b) more quicker c) more quickly d) quickh 
10 Meese do it immediately. 
a) had b) used c) will d) am 
AL. OD. ahisitineveres it immediately. 
a) do b)did c)done d) doing 
De . sea hvonis watuacel did he go? 


a) What b) Who c) Which d) Where 


13 . to send goods by sea? 
a) Do they us use b) Did they use c) Use they d) Will they used 


14 Did he look ............... the word? 
a)in b)up c)off d)to 


15 Please put ............... your claim. 
a) at b)to c)with d)in 


13 
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Word List A 


These are the commercial words in the first five units of the Students’ Book. The number in 


brackets after each word is the unit in which the word first appears. 


a/c (2) 

account-holder (2) 
accounts department (1) 
advertisement (1) 

air consignment note (5) 
airfreight (1) 

airport (1) 

air waybill (5) 
application form (1) 
assistant (2) ; 
assistant manager (1) 
bank (2) 

bank account (2) 
bankers card (2) 

bill (1) 

Bill of Lading (5) 
branch (2) 

broker (4) 

broker’s slip (4) 


“buy (2) 


buyer (2) 

calculate (4) 
calendar month (5) 
caller (5) 

cargo (3) 

case (3) 

cash (2) 

change (2) 

charge by volume (3) 
charge by weight (3) 
cheque (2) 

cheque card (2) 
claim (4) 

clerk (1) 

Co (5) 


combined transport document (5) 


compensation (4) 
complete (4) 
consignment (3) 


consignment note (5) 
container (3) 
containerisation (3) 
conventional cargo (3) 
correspondence (1) 
cost (2) 

cover (4) 

customer (1) 
customs clerk (1) 
customs official (1) 
damage (4) 

deduct (4) 

deliver (2) 
departure (3) 
description (5) 
destination (3) 
dimensions (3) 
discount (2) 

docks (1) 
documentation (1) 
drawer (2) 

effect (4) 

employ (4) 
employee (1) 


‘endorse (2) 


equipment (2) 
experience (1) 

export (1) 

export manager (1) 
filing (1) 

freight (3) 

freight forwarder (1) 
freight rate (3) 
guarantee card (2) 
import (1) 

Inc (incorporated) (2) 
insurance (4) 
insurance certificate (4) 
insurance company (4) 


insurance market (4) 
insure (4) 

internal line (5) 
invoice (5) 

OU (4) 

job (1) 

junior accounts clerk (1) 
line (5) 

Lloyd’s (4) 

load (3) 

Ltd (2) 

marine (4) 

means of transport (3) 
measurement (3) 
memo (1) 
memorandum (1) 
negotiable (2) 

no (5) 

office (2) 

order (2) 

out-of-work (3) 

pack (3) 

pay (2) 

payee (2) 

per cent (5) 

person Friday (1) 
photocopy (1) 

pk (5) 

port (3) 

position (1) 
post-date (2) 
post-dated cheque (2) 
premium (4) 

price (2) 

pro-forma invoice (5) 
property (4) 
proposal form (4) 
purchase (2) 

aty (5) 


33-1043 


quantity (5) 
rate (3) 
receipt (2) 
report (1) 
salary (1) 
seafreight (1) 
secretary (1) 
seller (2) 
senior accounts clerk (1) 
shorthand (1) 
signature (2) 
small print (4) 
spend (2) 

st (5) 
statement (5) 
stationery (2) 


‘submit (4) 


supplier (2) 
switchboard (1) 

tel (5) 

terms (2) 

ticket (5) 

trade (4) 

trailer (3) 
transaction (2) 
transport (3) 
transportation (1) 
type (1) 
underwriter (4) 
unemployment (3) 
unit price (2) 
unload (3) 

vessel (4) 

volume (3) 

wages (3) 

working conditions (1) 
Yours faithfully (1) 
Yours sincerely (1) 
Yours tnuly (1) 


Word List A 
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Exercise 62 Passive and active sentences 
Who did the action in each of these sentences? 
Action done by: 


—_ 


non rn vn on F&F WO N 


Sandra gave the message to Kevin i... 
The message was given to Kevin. si... .. ss, 
The messages were taken by Sandra. __............. 
Kevin arranged the transportation. =—........... .. 
LizrangAnne, 2 he eee eee ee 
My Storke sold the goods to Mr Dawson. ........... 
The goods were sent to Mr Donaldson. __............. 
The goods were bought by Mr Milgrom. ........... 


Exercise 6b Times 
What are these times on the twenty-four hour clock? 


pat 


ona on . W N 


Quarter to fve inthe moming LL... . «ws ss 
Seventeen minutes past nine at night —............ 
Tenam nett eee ee 
Sxthirtypm a nn ewe ee 
Eleven o'clock at night ln eee 
Twenty to seven in the moming ELL ............ 
Five past four in the afternoon =i... ss ss se 


One minute past midnight a ........00ee 


Exercise 6c Telex abbreviations 
What abbreviations and symbols do you use in a telex for these words and messages? 


1 


This message does not need an answer ........... 


eee eee vet ere sas ossosnoes 


OO eh 4 SSE ee eee) 


Peres e ese reer esnesrsecerrseseessce 


Cee meer care seereeen ser eenrsssesace 


Cee e mmo meena rer ete oeseeeeresat eee 


Poem eraser ersesrareseeseeroseoseane 


eee eee ee ee eee ee ey 


eee eee eee eee ee ee ey 


Comm mem eee eee sr sere rose es res etaser 


Peewee ease reser eseroeesseesreessee 


Pete ree ese ene asesee rer seseet serene 


Teme mer eee eer rereseeHeereseseasaes 


POCO eae eee resets cessor oenstesesene 


Perron sre esereaseasessesvreseseses 


Peer eee ree roseresenosnewereseseses 


eer ereeeceereesereseceseseeseareseresecceses 


Ei 
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Exercise 6d Countries 


Transworld has branches in all the countries in this puzzle. Each number always stands for the 
same letter, eg P= 4. Write the countries in alphabetical order. (Which country is not 
mentioned in the Students’ Book?) 


PR e mee eer erect eee erases eraser eee sae Ses een ses coo eessersenssaeeeserereeseaer cer tearesoesers 
CRC e Cee ere EES eH HED EOE HER HED EHO EES EEE EEE FoR ESE eH aVe Ser ere esa rsered eee EEE SOS EEE OES EOS 
Cee eh e oe mre etree ees serese tes reeesesee eee see CHE HEE EEE ome ter ere EEEseEEs oases oes ooseeesonneD 
Cee mee reser ere eee rer eee ses srer eer eee eres ee ens sees etenearetarrer one cent soesre nes coesensesese 
Cee meer ee wre see ser ers ce teers eee eee ete ese ees See errata sesesreres carter soenesareeereetssetae 


Pet eee ewe ce cesereroesarscessseeceoserssovesess Chm eee ser eeeererescereresestocvesesseosssevece 


3° 17 
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Unit Seven 


Foreign Exchange 


Exercise 7a Opposites 
Write in the prefix which makes the opposite of these words. Check your answers in a 


un -— dis - in - ir - im 

1 i? visible 7 ...regular 13... .usual 

2 UN favourable 8 ...comfortable 14. ...polite 

3... honest 9 ...load 15... helpful 

4 ...possible 10__...advantage 16 ...experienced 
5 ...fortunate 11 ...grateful 17__ ... friendly 

6 ...employed 12 ...expensive 18 ...frequent 


Exercise 7 Time expressions 


Decide which word goes where in these sentences. Which sentence does not need a 
preposition? 
- at —- bw - for - in -— on — since 
The building will be finished 1990. 
They sdld me the goods two years. 
They have been selling computers two years. 
They have owned their property 1980. 
They bought the office 1971. 
The meeting is Monday. 
We will deliver the goods next week. 
He arrived ten o'clock exactly. 


re 
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Exercise 7c Perfect tenses 


All the actions in these sentences started in the past and are still continuing. Rewrite the 
sentences in the correct tenses. 


bh 


He/wait/since two o’clock. 


ere eee eee ees eee ree ree eer eee eee eee ee eee eee ee eee eee eee ee eee ee ee ee ey 
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poy 
g 
z 
8 
~ 
§ 
2: 
= 
a. 
a] 
S 
p= 
\o 
~J 
~ 


ee eee ee ee ee ee ee ee ee ee ee ee eee ee ee ee ey 


Unit? 
I/stay/in a hotel until now. 


PPO Smee Oe eee EHH eee HHH SHE HEE EH HEHEHE EHH DHL EEE HEE ESE SOE EEE MEH OEE EER EO SHOE HEH EEK ED ERES SOROS 


DOR Oe H a eee eee Hee OAH EHH EO HERO SEH ELMO HEEEH OEE HEE EES EHS POH HEHE EE DEOL ODES EEE DESDE EEE DOR EED 


eee eee eee ee ee eee eee eee ee eee ee ee ee eee eee ee ee ee ee 


CO ree eee mee Hee ese Heese HMO HOR ERE SESE HH EEE EHH CED EEE HED EHH EEEH SHEER AEH SES EHO HER EER OSE OEE 


Exercise 7d Silent letters 


Use the clues to fill in this word puzzle. All the words contain a letter which is not pronounced. 
Which is the silent letter in each word? 


Clues 


ae 


KHOUOANKAOAWNHe 


Transworld sent a ............ of goods by train. 
She gave him the invoice, ............ is a request for payment. 
They bought the goods ............ and sold them retail. 
Pencils, paper and envelopes are all items of ............ 
Could you give mea ............ as proof of payment please? 
ie did you ............ this letter? 

sa vawbaanane is a person who comes from a country abroad. 
a much were the ............ charges for that consignment? 
|; Cena er is an item of cutlery. 
Do you ............ where the airport is? 
He sail not steal anything PRS IS 5 teens ees 
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Unit Eight 
Borrowing Money 


Exercise 8a A loan 
Write’ short answers to these questions. 


—_ 


Anne borrowed £100 from Tom. How much was the debt? ........£490.... 
Who had a debt? 

Wholentthemoney? ae eee teietitee 
Who was the creditor? 


mere vena ese cece sceaoes 


Who was the debtor? ha ene e eee eeeeee eee ees 


nan oo fF WO NW 


Anne repaid the total amount of £110 after six months. 
What was the rate ofinterest? lean cee eesceesesceeees 


~l 


How much capital did Anne repay? lh ce cee ees eteeee cee ees 


fos) 


How much was the loan? cece ccc ece eee veeeee 


1 Acomputeris ore expensive than a pencil (expensive) 
2 Anenvelope is 206.99. ReGy OS eee a typewriter (heavy) 
D> PC TS Sa cs nected abo ee esas eae eethaostdaeedoes a bicycle. (fast) 
4 A paper clip is a desk (cheap) 
S-Series sian gd utes eves se togveawas ence tiends airfreight. (slow) 
6 Atelexis ... a letter. (quick) 
7 Atrainis ... a trailer. (big) 
8 A cheque book is . a credit card. (small) 


Unit 8 


Exercise 8c Vocabulary puzzle 


Use the clues to help you find the words hidden horizontally and vertically in this puzzle. 
All the words are in the bank statement in the Students’ Book. 


10 [D| Co CALIENTE 


Clues 


eH OO tee) NAT AWN eH 


= 


& 


One office of a bank isa .branch ...... 

Something which is received isa ............... 

Money you pay to someone is a ............ 006 

When an account is in the red itis ............... 

The two letters which show that an account is in the red are ............... 

28 April 1983 isa .............4. 

The money an account-holder pays to the bank for borrowing money is 

called ............08. 

The form a bank sends regularly to account-holders giving details of the account 
is called a .............0. 


You keep money in a bank in an ...... 

The information the account: holder utites o on n the statement is headed 
‘customer’S ............06- 

The two words that refer to the money left in the account at the end of the last 
statement are ....2....c00000 0 tee seccncneeeee 


headed ............00- 


Complete these calculations. 

a 7... plus.... 3 ...eguals.. 10 e 9 9 18 
by Bicgencosaias Batiste 3 ys AB cect tuess 9 2 
Co -F eak es tnsess Garris 24 6 1B eeccoecwscae ee eee 9 
A 20a ccdaadeans Ae sneer 5 fa 2! Sarees ROE Ie 4 


21 


22 


Unit Nine 


Computerised Accounts 


Exercise 9a To 
Decide which of these sentences needs to and where it should go. 


1 J regret{inform you. ..!0..............00000- 

2 Canl help you? (We.don't need, to.) .. 

3 I want buy some crockery. ......... ccc e see e seen eee 

4 The people who arrange insurance are called brokers. .........0.sseseeeeee ees 
5 There used be an airport at Dutton. ................ ee cee eee 


I look forward hearing from you. ............ cee eee eens 


Could you send a price list? ... 2... cece eee eee eee 


10 We will send it immediately. ............... 0c. cee eee 


Exercise 9b Vocabulary groups 


Arrange these words into six groups of three according to the field of business they come 
from. 


Bill of Lading telex invoice claim air waybill cargo 
dimensions order policy weight statement memo 
consignment note freight volume letter consignment premium 


SO eee wee seen ee see rer senses sen coe eseerarne ree see eesereeeH ess Fav enereneeeese see venerteoecos 
re ee ee ee ee ee ee oe eo a oy 


ees ereseceaeese rs ee ie ey Cem mee ree ees eee aeeseesascer vee 


Unit 9 


Exercise 9c Sales documentation 


What do you think these sales documents are called? Write the correct name af the top 
of each document. 


Heard’s Stores Heard’s Stores No 0002’ 
10 Front Street 10 Front Street 
Manchester MI6 3XB Manchester MI6 3XB 


Date: |0 Many 1943 
To: Ms A Beh , 09 Maple Road , Hancheured 


Date: }O May 1983, 


Customer: Miss A Bed 


Received with thanks 
the sum of £15 


for __aecounting books, 
Hicrak Heat 


Account to be settled within 30 days 


Heard’s Stores Heard’s Stores . 
10 Front Street 10 Front Street 
Manchester MI6 3XB Manchester MI6 3XB 


Date: 24 Moy 1933 
. 1983 
pas. ST Me? : To: Miss Anne SUL, 69 Maple Roed, 
To. Ms A Bel, 69 Maglt Read Manchester - 
Manche sted 2 
We have today credited the simof £2 B/F 


to your account with us in respect of: Poymrant 15 00 
: veceaved, 


Ovecpoymenk on vei 9993 M¥oi@ 0002 ots os 
Cendst nctt 8003 : 


Heard’s Stores No 0005 
10 Front Street 
Manchester MI6 3XB 


Date: 30 June 1983 


To: Ms A Gab, © Mapl Road, 
Momcnesru. 


Description 
Ref invoice 0002 


£12 


This payment is now overdue. We would be grateful if 
you would settie this sccount ae soon as possible. 


Unit 9 


Exercise 9d_—sAA letter 
The parts of this letter are in the wrong order. Rewrite the letter correctly. 


Transworld Freight ple Accounts Department 

74 Dockside Household Designs & Co Ltd 
Manchester M15 7BJ 22 High Street 

Manchester Ml 2BL 


Tel: Manchester (STD 061) 8537272 
Telex: TRANSWLD 668013 G 


Dear Sirs Our ref: LS/sp . 
Your ref: 0455/0004 a S arvnd 
Yours faithfully 
Elizabeth Shepherd (Mrs) 
Senior accounts clerk 
13 April 1983 
dated 6 April is incorrect. 
£66.00 and adjust our next statement accordingly. 
on the price with your salesman. 


I would be grateful if you could issue a credit note for 


I am sorry to inform you that your invoice (ref 0455/0004) 


behalf and she told me that she had agreed a 10Z discowt 
I have spoken to the employee who bought the chairs on our 


Unit Ten 
Types of Business 


Exercise 10a Odd-man-out 


In each group of five words, decide which one is the odd-man-out. As long as you have 
a good reason, there may be more than one odd-man-out in each group. 
. ODD-MAN-OUT 


1 has is being am Were hee cec ccc ceccnacceneeccetentnescteceteseesees 


S 


he it we our | 


t 
5 
‘ 


buy go must know say cic cec ccc cscccecee sce ceeceeaeeeencescerceteee 


and because if but how oe e eee cec ccc cececnececepcecacencececsectes 
buy sell invest price bose wlll lee lec cce cee c ee eeeteecee cee ceeeceeeeees 
them us her him she nec ccc eee ceccccenccnecsecsneceecesences 
partnership company limited firm 

business 


on DO oO Of 


© 


am had will was would 


you if would might buy will sold make lost much many more 
shares money not 


1 Jf you sold more shares, you might make much more money. |... Pen or ere 
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Exercise 10c Graph 


Read this description of TDS ple’s share prices over the year and show the information 
on the graph. 


On the last day of January, TDS’s shares were at 195. In February they rose 
sharply to 210 and remained stable for the next month. The following month they 
rose by five points and then continued to rise so that they ciosed in May at 219. 
They fell slightly by one point in the following month and then dropped sharply 
to 201 in July. In August and September they were stable at 198 and then rose 
by two points in October. In November they fell by three points and in December 
they fell by a further two points so their closing price at the end of the year was 
the same as at the beginning. 


Test B 


Choose the correct words to complete these sentences. 


1 The goods were .............0000e by sea. 
a) send b) sending c) sent d) been sent 


2 When did you start .................. absdet to Beland? 
a) sell b) selling c) to selling d) sold 


3 When are you going .................. the invoice? 
a) pay 6) paying c)topay d) to paying 


4 If you bought more shares, you .............0006 make more money. 
a) might b) can c) will d) had 


5 We have been ...... eccuepeegets from them for ten years. 
a) bought b) buy c) to buying d) buying 


G UHV: tess. sie cecees write the report now. 
a) got b)to c) must d) done 


7 I would be grateful .................. you could send it. 
a) if b) whether c) what d) that 


8 She said he .................. been. 
a) have b)is c)-did d) had 


9 We have worked here .................. twenty years. 
a) since b) ago c) for d)in 


10 She asked if we ................8. send it by air. 
a) had b) were c) would d) have 


11 The plane leaves ................8. ten fifteen. 
a) at b)on c)to d)in 


12 [ll come with you if you ...............04. 
a) went b)go c) hadgone d) had been 


13 He must .................. it tomorrow. 
a) to write b) write c) will write d) writing 


14 St) sAcdecd Hawes as soon as possible. 
a) willdo b)is done c) willbe done d) has done 


15 What washe ................4. do? 
a) going to _b) must toc) being d) having 
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Word List B 


These are the commercial words which first appear in Units 6-10 of the Students’ Book (the unit 
number is in brackets after each word). 


AB (0, 

arrival (6) 

Articles of Association (10). 
AS (6) 

assets (10) 

balance (8) 

Balance of Payments (7) 
Balance of Trade (7) 
bankrupt (10) 

borrow (8) 

brochure (7) 

bulk (6) 

capital (8) 

central processing unit (9) 
company (10) 
competitive (9) 
component (6) 
computer (6) 

computer programmer (9) 
controlling interest (10) 
CPU (9) 

credit (8) 

credit card (8) 

credit note (9) 

creditor (8) 

currency (7) 

data (9) 

data processing (9) 
debit note (9) 

debt (8) 

debtor (8) 

deficit (7) 

deposit account (10) 


distribution (6) 
dividend (10) 
domestic market (6) 
economy (7) 
electronic components (9) 
exchange rate (7) 
exporter (6) 
extension (9) 

face value (10) 
factory (6) 
favourable (7) 
figures (7) 

finance company (8) 
finished goods (6) 
firm (10) 

flight (6) 

forwarding agent (6) 
GIGO (9) 

GmbH (6) 

goods (6) 

graph (7) 

importer (6) 
inflation (7) 

input (9) 

interest (8) 

in the black (8) 

in the red (8) 

invest (10) 

investor (10) 
invisible import/exports (7) 
keyboard (9) 

KK (6) 

lend (8) 


liability (10) 

Hmited liability (10) 

loan (8) 

Ltda (6) 

majority shareholder (10) 
manufacturer (6) 

market value (10) 
Memorandum of Association (10) 
micro-chip (9) : 
nominal value (10) 

NV (6) 

output (9) 

overdraft (8) 

overdraw (8) 

owe (8) 

own (10) 

pa (per annum) (8) 
partner (10) 

partnership (10) 

par value (10) 

printer (9) 

private limited company (10) 
produce (6) 

profit (10) 

program (9) 

Pte Ltd (6) 

Pty Ltd (6) 

public limited company (10) 
put in (10) 

quotation (6) 

quote (6) 

raw material (6) 

regards (6) 


Word List B 


reminder (9) 

repay (8) 

retailer (6) 

sales voucher (8) 
SARL (6) 

services (7) 

set up (10) 

share (10) 
shareholder (10) 

sole proprietor (10) 
sole proprietorship (10) 
SOONEST (9) 

SpA (6) 

Stock Exchange (10) 
store (6) 

subscription (8) 
surplus (7) 

table (6) 

telex (6) 

terminal (9) 

top copy (8) 

trade figures (6) 
transistor (6) 

travel and entertainment card (8) 
undercharge (9) 
unfavourable (7) 
unlimited liability (10) 
value (6) 

VDU (9) 

visible imports/exports (7) 
visual display unit (9) 
warehouse (6) 
wholesaler (6) 


Exercise lla Telex messages 


The words in these telex messages are mixed up. Rewrite them correctly. 


~ 


ADVISE NO. PLS INVOICE SOONEST +? 
PLS ADVISE INVOICE NO. SOONEST+? 


SOHC R meee He eee Roe HHH Hee Hee HED EHH HEE HEE OHS EEE SEE ETE TES EDR EHH OEE DEO HES HOT DOH Ea OES OTH SER OED 


N 
‘e) 
= 
< 
S| 
S) 
x 
i¢9) 
a 
tS) 
8 
Z 
G 
2 
fo} 
S 
Py 
@) 
Es 
| 
+ 


ee ee ee eee eee ee ee ee 2 


g 
Oo 
wy 
c 
th 
5 
w 
rm 
: 
: 
my 
5 
g 
a) 
7 
BS 


Ce ee 2 ad 


4 BEST TO YR PLS FOR INSURING 63759 MUNICH QUOTE TERMS 
ORDER +? 


i ke 


5 MANCHESTER ARRIVING FLIGHT SAT AGENT AZ642 + 
6 DESPATCHED FLIGHT TODAY ARRIVING ORDER KLM741 1830 0004 + 


COO Ree rom mee mma meee e ere eas Sees ee EHH H EH EHH SEE EER EOE EE OER ESE EER SEH HEE RHEE RS OHH EEE OOH HOR Owe 


Exercise 11b An air waypbill 


Read this description of an airfreight consignment and complete the air waybill. Make up 
the marks you think were on the cases. You do not have to write in all the spaces. 


GLM Engineering Ltd (10 Oak Way, Halifax HX6 3LP) sent a consignment of four 
cases of electric drills to Spirodupe tnc (Broadway, New York, USA). Each case 
was a one metre cube and weighed 100 kilos. The charge per kilo was 2ip. Jane 
Long handled the consignment for Transworld Freight. The flight was BA032 on 
24 August 1983 from Manchester to Kennedy airport in New York. The clearance 
and handling charge was £3.50 and the agent’s fee was £1.50. No value was 
declared for customs. Aji the costs were paid in advance. 


Unit 11 


Cory/sussTiTUTE 


oF 
ORIGINAL AIR WAYBILL 


15-056 = 105 fal LEIP YE | - 10 
ieee cal ba a 


ot Departure {Address of First Carrier) and Requested 


1 ale British airways Acyl 


’ 


|The shipper certifies that the the particulars on the face hereot are 
= CONDITIONS ON REVERSE HEREOF, pel pce od that the 
oa stated in 4(c} on the reverse hereof! and accepts su 

velue for carioge fa declared on the fece hereol subject, 


Carrier certifies goods described below were for carriege subject to the 
CONDITIONS ON REVERSE HEREOF, the "ode the then being  apperent good 
order and condition except es noted hereon. 


beauing Corner's Agent. Neme Ci 
nd Cay ‘ 24/8/1983 .__ MANCHESTER 


¥ 


Agent's ATA Code 
39-9 = 1113 Copies 1, 2 end 3 of this Air Waybill are originals end heve the seme validity, 
Dectered Vatue for Custome ig 


Al Other Crergee ot Origen 


EF. F. 6508880 NY 844582 


SS SS oe eee 


ee 
\_Toted Other Cottect Chermes_// Totet Collect 
= = = sy 


Honding ehermetion 
T334(V2th) 
125 - 6365 - 7636 
Cipro sscccsg asd cc set acta Sve euincoenpee esecstdetes staat Sscttisiishatiies OF eectieae id i asada tee ist ii vtonSsatacabasioescanntestecsawanvinis ts 


Unit 11 


Exercise lic Word puzzle 

Use the clues to help you fill in this puzzie and find me hidden me All the words will 

be on your completed air waybill. . 

Clues 

1 The piers Vo eave foes vos Oe Son eneasaaices 

2 The airline company is called the ............... 

3 The buyer is called the ............... 

4 Another word for charge is ............0.5 

5 The exporter is called the ............... 
(7) 


6/7 NVD stands for (6) .............5. Declared 
8 : 4 buyer pays the transportation costs when the goods arrive, he/she 


ee 


10 The size of something is its .............4 
11 The top copy is called the ............... 
Hidden word: The place ne or someone is going to is the 


. 
eer ror erecrenece 


idden word 


Unit Twelve 


Import Regulations 


Exercise 12a Short responses 
Write a short response expressing interest in each of these statements, like this: 


1 The photocopier’s broken. Psu soaictescrec CM AG NE 0) doo a 
2 I don’t work for Transworld now. xs eee eee eee Oh. don't you?............ 
He must sign the form. hace eevee es ete ee nent teen eee ee eee eas 
First the goods are loaded. ee Megditsuavidiaecesees 


We dan’t have to pay duty, hace eee cece eee eenteece eee seeceeeeeeeeene 


3 
4 
5 

. 6 Til have the consignment checked. oe eee eee eee cee eee eee eee cet eeeeee eet ees 
7 She'll check the consignment. ln ee cece ec cee eee ceeeeeceeensceeeusessees 
8 She’s got the ied QiecsgdsGenamDasactanntey saute vata sehens 
9 They can’t find the order number, oe. eee ccc ccc ece een cee cee aeeeeeseeeeees 


10 He collected the goods himself. ae ella taite Aa tame cakes Priced <A sent 2 


Exercise 12b Word stress 


Divide these words into syllables and decide where the main stress is. Match the words 
on the left with the words on the right with the same stress pattern. 


customs bonded warehouse 
receipt telex 

consular invoice certificate 

air waybill overdraft 

credit card raw materials 
import licence documentation 
consignment note payee 
manufacturer pro-forma 

Bill of Lading order number 


Unit 12 


Exercise 12c _A letter of authorisation 


Rewrite this letter with the correct layout and punctuation. All the words ” the letter are 
given in the correct order. 


gim engineering ltd 10 oak way halifax hx6 31p customs 
and excise liverpool 26 august 1983 dear sirs please 
accept this letter as our official authorisation for 
transworld freight ple of 74 dockside manchester ml5 7bj 
to act as agents on our behalf in the matter of customs 


clearance of our shipment on board ss canada queen which 


arrives at liverpool on 5th september yours faithfully 


nigel storke mr export manager 


“Unit 12 


Fill in the missing question words and give short answers to these questions about the 
letter in Exercise 12c. 


1 Who... is the letter to? sevvec vee Gusto 0A FRCIGC.. sce ce 
2. awesaets Sede wrote the letier? sissy iiiswevaoaeeidiautecagancmseeiieecns 
i nares is Transworld’s office? ; seteys Sawin d Gees Ses hs doa eee ee adware dedloans | is 
W saeeseees is the name of the Ship? wee cee ec cee cec ccc cecceeceeceeeeeeeeees 
Di: gusasaeae does the ship arrive? ln cece eee er TT err ee erry 
6 - ies does Mr Storke work for? eee eteereeeeseeceeeeenaeeeetee erect ees 


Exercise 12e Word-building — 


How many words can you make using the letters in the word PARTNERSHIP? 
Use your dictionary. ‘ 


- 


see reser eeneseseceseee Coe sec eee ereeceesesece Geet eowreeeeeeeeeseesee see eeseasesseevereseses 


eee eee eee ee ee ee ee ee ee 


Cee eee eee ene ser ees ers “See eee een eeeeeeeseeee cede eewmeseeneeeeer ses -seeereseneseveneeeseDs 


Bee mercer ere sres vee ese Cee eee senses ees eee eee Cet eneernese eer EDO FED Coe eeeeeeserssesecere 


Coe eee ree ree ere ree nse See enecerrreeneser eee ééceeeseresereroeserere 


COC mem eee ree reser nee CHO REE Hee Hee EEE Eee Hee SHORE EERE Ese een ERs See ndbeeeeeeseeeeereee 


Peer eres ese ree ses eee éeeenesreneseseeeeeres i $ceeseerentrtveseseser §seeeersesesnesenesoes 


DOR Oe ee ee eee eee eee eee eee oOo EH REE OT HES See FEE EEE EEE OEE EHH EHD eee eeeeresesseeecerone 


Coe mee eee serene eer eee Bee etereeeer ene eee ete Heese serteeernesreens see eeHresessseseeeoees 
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Exercise 13a Reported questions 
What words do you think’ these people actually said? 
1 ‘He asked her for a quotation CIF. 

Could y 


reer. Sr a eee eee ee ee ere ee ee ee ee ee ee ee 


iw) 


She asked if they sent containerised goods. 


re See eee ree oe eee ere ee eee Serr rete ee eee ee ee ee eee eee ee ee ee ee ee ee eee ee ee ee 


wo 
a0 
® 
9» 
x 
® 
a. 
Le 
p. 
me 
= 
® 
= 
» 
a. 
Fe 
fe) 
= 
® 
oy 
> 
& 
et 
a. 
® 


eee eee ee ee ee eee ee ee ee ee ee eee ee eee ee eee ee eee ee ee ee ee 


eee ee ee ee eee eee eee ee ee ee ee ee ee eee ee ee ee ee ee ee ee ee es 


ee ee 


eee eee eee eee ee ee ee ee ee ee ee eee ee ee ee ee ee ee ee ee os 


ee ee ey 


ee ee ee ee ee ee ee ee ee ey 
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Exercise 13b | American and British English - 
What is the English equivalent of these American words 


1 parentheses re 


ee ee ee ee ee ee ey 


oo | a on a ie) i) 
S 
g 
Qo. 


Exercise 13c An export puzzle 


dane Long at Transworld arranged four different export consignments of different goods 
to different destinations. The cost of each was different and the terms were different. 
From the information below, can you complete the table and answer the question? 


a 
=k 


a_ The motorbikes cost £1,000. They were not sent ex works. 

b The consignment which cost £2,000 was sent C+ F Hamburg. 

c The Greek consignee arranged and paid directly for all his own transportation and 
insurance costs. 

d_ Jane had to arrange the insurance and some of the transportation costs for the 
consignment of typewriters to Rome. 

e The shoes cost £2,000 more than the Portuguese consignment and £1,000 less than 
the typewriters. 

Questions: 1) How much did the stationery cost? ......... cc cee cee cee cee cece seneeeees 


2) Which consignment was sent to Lisbon? ...... 1.01. esses ceenee eee ee ene 
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Unit 13 


Exercise 13d Wordsquare 


Can you find 27 words and abbreviations used in business English hidden vertically ad 
horizontally in this wordsquare? 


Cee ner ereaeteresnce Cee erecoeeececeenn «= Bee setereceaterecs 


Petes eee one eee ee eee See rereneesesnesee cos eseseerererepen 


wee eee ete mek aee ese = sree eseer are ereees ser esereereseereed 


Pee eee eee ser eee eee = ete resreovesesesoes 


zomoc(|rj— a)v 

QAnxr<omecomzro 
ZOarZzznrnazZz>ro 
ZFyu-THAANO<O BWC 
MnNCODTMD>?>SOHOZ~ 
Z2oOo-aArPAOCcC AMA 
AvVv-MoOmMIamMIOWdS 


PEO eee eee eee eer ene Cee Bee soe eeeerEeed cet ereresererootsee 


Ce Orem eee ee ese rne ede eet ese eseretess centre resereneretee 


Exercise 13e Vowel sounds 


. Which word in each group does not have the same vowel sound (in italics) as the other 
two? 


1 trade toriff carrier 42h eee vuncatous trade... ......... we 


cost import bonded lac cece ee eee Ae eae teats pines 


freight receipt waydill «| hac caccet sect ence eceecetenenees 
deficit memo reminder  «-_—|_ lhe cea cee ete tee cet ceeceeeecereceees 
transport board small  §-_ la cen cee nee cee ete ccc ectceeenscueees 


customs truly bulk  i(‘(“‘(“‘(“‘(sésé~*;*C Se anal Oa da aetna Stare eRe ya ee a 


overdraw overdraft par i Lesihaieind Seda loin maw bee eee wemexs 


work quote brochure : Scjnaiin mea letiusaeianmediawrnunts A 


Unit Fourteen 
Seafreight 


Exercise 14a | Odd-man-out 
Circle the odd-man-out: 


consignee - shipper - shippingcompany - seller — importer 
supplier - buyer - customer - exporter 


Exercise 14b Telex messages 
Use these words to write six telex messages: 


NO. ADVISE BANK PAYMENT SOONEST SHOES YR NOT PLS SEND 
B/L MON ARRIVED 63752 DAMAGED ORDER +- +? 


1 .PLS ADVISE BANK ORDER NO 63752 NOT ARRIVED + 


HOT e eee eee eee REE HEE Dee HEHE SEE OEE HEH SEH EE RHE EEE EHE DEE EERE CE DEERE THEE HES OD ESE SHS EDE OEE 


Exercise 14c Bills of Lading 


Each consignment has different problems and documentation. Which type of B/L do you 
think is used in these situations? 


1 Astale B/L a_ It is for the total journey to the importer’s warehouse 
2 Aclean B/L b The B/L arrives after the goods 


3 A through B/L c The B/L says that the goods are damaged or badly 
packed 


4 A foul/dirty/ 
claused B/L 


d There are no problems with this B/L 


‘Unit14 © 
" Beercise 14d «Mistakes 


How many mistakes can you find in this letter? Circle the mistakes and write a ‘note in 
the margin about what is wrong with each one. (There are at least 18 mistakes.) 


Showd nok . 
have pipe 
Mr J Se name at tp” 
Mr J Schmidt 
Schmidts Einfuhr SPA of later 


Hamburg 
West Germany 


Mr M Heard 
Heard's Stores 
10 Front Street 
Manchester 


Enc: JS/me 15 august 1983 


Dear Ms Heard 
Thank you for our letter of 19 August. 
We enclose three copies of the Bill of Ladding 
for the goods you are sending us. We confirm th- 
at the terms of sale are FOB. This includes the 
freight and insurance costs to hamburg. 
We look forward. 
Yours faithfully 
J Senmiale 
J Schmidt (Mr) 
Manager 


Ref 


Unit Fifteen 


Letters of Credit 


Exercise 15a Documents 


Decide which definition refers to which document. 
Answer 


pe | 1 Air waybill a arequest for goods 


2 Bill of Exchange b =a document accompanying imports, which ‘has 
been certified correct by an official of the 
importing country’s government 


— 3 Bill of Lading |¢ a request for payment 


4 Certtficate of Origin|d a ticket, receipt and document of title 


5 Combined transport). a ticket and receipt for goods sent by air 
document 
6 Import licence f a ticket and receipt for goods sent by more than 
one means of transport 


|| 7 Invoice ga ticket and receipt for goods sent by land 


8 Consignment note |h a sort of post-dated cheque used to pay for 
goods sold abroad 


9 Consular invoice |i a promise by a bank to pay a certain amount of 
money for goods sold abroad 


10 Statement j proof that goods have come from a certain 
: country 


11 Policy k official permission to bring goods into a country 


a form showing all the transactions between a 
company or bank and an account-holder 


13 Customs entry form|m_ proof that something is insured 


- 14 Letter of Credit na form describing imported goods so that duty 


can be calculated 


Unit 18 


Exercise 15b Puzzle 


Ayton and Easton are 200k apart. Mr X drove a consignment from Ayton to Easton at 
50kph all the way. He immediately turned round and drove a different consignment back 
to Ayton at 40kph all the way. Mr Y startedat the same time as Mr X and drove a 
consignment from Easton to Ayton and then a different consignment from Ayton back to ~ 
Easton. He drove at 45kph all the way. Which man arrived back at his starting point first? 


PNSWOE? el oi Sickie viekcn eneds eevee asics siesta wa 


‘ 
~ 


Exercise 15c True-or false 
Rearrange the words to make complete sentences and mark whether they are true or false. 


1 Lading negotiable Bill is of a 


Unit 15. 


Exercise 15d Third conditional 
Read this account of a transaction and write six third conditional sentences about it 


Jane Guilding ordered a handbag from Rome. She did not say what colour she 
wanted, so the supplier sent a black one. Unfortunately she wanted a blue one, 
so she returned the black handbag with a letter. However, she did not wrap the 
parcel securely, so the handbag fell out. The suppliers charged Jane for the 
black handbag and for postage and packing. Jane bought a cheaper handbag 
from a local supplier. 


1 Jfdane had said what colour she wanted, the supplier would not have senta |... 


PACK ATID i sod saan a vas uaa GS ved aus eda asda ee aaeies 
2. sasindisneranen thwssbabatideee sar absn nap dcbanaeGemenrsnulains anwadetedh cm Mesawedsen betes 
Cesarean eee ee 
ea tl es eres Ui ates 
Spe ec eect ees 
er ene 


Comme eS mae eee HEE EEE RHEE EET EE FEES EE EHH EEE EEE DET EEE EHR EHE CEE EEE HELTER TEESE OLED FESSOR OEE OEE 


Test C 


Choose the correct words to complete these sentences. 


1 Abuilding ............:.. goods are stored is a warehouse. 
a) who b) which c) what d) where 


2 The ‘no smoking’ sign means you .. Gh haces smoke. 
a) must b) mustn't a ‘don’t have to d) must have 


3. If the terms included insurance they ....... . been FOB. 
-a) must b) mustn’t c) can’t d) can’t have | 


UL |g bree rere eer known, I wouldn’t have gone. 
a) would b) have c) had _ d) would have 


5 He should ............... a Bill of Lading. 
a) sent b) had sent c) have send d) have sent 


6. THe eat ewan ‘the consignment to the docks. 
a) take b) is taking c) is taken d) taken 


7 You get a discount if you ..... susevacuss in cash. 
a) pay b) will pay c) would pay d) will paying 


8. HS Awemtawer if we had been there. 
a) said ) is saying c) told d) asked 


9 Willyou ............... the photocopier mended? 
a) be b)is c) have d) has 


10 Where is the document ............... you are sending? 
a) which b) who’s c) who d) whose 


11 He is going to the bank ............... pay in a cheque. 
a) for b) to c)forto d) (nothing) 


12 Whydidn'the oo... 2? 
a) go b) went c) gone d) been 


13° Pm not .s.042.5 5544. to buy any shares. 
a) have b) must c) have got d) going 


14 He’s going to have it ............... 
a) typing b) td typing c) type d) typed 


15 The Letter of Credit ............... be irrevocable. 
a) must b) can’t have c) shouldn’t have d) have to 


Word List C 


These are the commercial words which first appear in Units 11 to 15 of the Students’ Book (the 
unit number is in brackets after each word). _ 


accepted (14) ex works (13) 

advising bank (15) FAS (13) 

B/E (14) FOB (13) 

beneficiary (15) FOR (13). 

Bill of Exchange (14) franco (13) 

B/L (14) free alongside ship (FAS) (13) 
board (11) free on board (FOB) (13) 
boarding gate (11) free on rail (FOR) (13) 
bonded warehouse (12) import licence (12) 
C+F (13) import regulations (12) 
cancel (11) impose (12) 

carrier (11) irrevocable (15) 
certificate of origin (12) issue (14) 

CIF (13) Jr (13) 

commercial invoice (12) L/C (15) 

confirmed (15) Letter of Credit (15) 
consignee (11) licence (12) 

consul (12) liner (14) 

consular invoice (12) "nature (11) 

cost and freight (C+ F) (13) negotiation (12) 

cost, insurance and freight (CIF) (13) notify party (14) 
Customs and Excise (12) . OK (11) 

customs entry form (12) original (11) 

D/A (14) ; PLS (11) 

declare (12) ref (11) : 

delay (11) reference (11) 
despatch (11) revocable (15) 
Discount House (14) RPT (14) 

dispatch (11) shipper (11) 
documentary credit (15) shipping documents (14) 
document of title (14) sterling (11) 
documents against acceptance (14) tariff (12) 

documents against payment (14) trade negotiations (12) 
D/P (14) U (11) 

duty (12) valid (15) 

executive (13) YR (11) 


WE'RE IN 
BUSINESS 


We're in Business is a one-year course for business and commercial 
students at intermediate level. Authentic commercial information is 
presented and the four language skills practised in the context ofan 
import/export agency. The commercial content is introduced step 
by step and recycled throughout the course. The sound structural 
Programme and graded vocabulary development are fully 
integrated. The necessary language skills are developed through 
realistic job tasks. 


We're in Business can be used on its own or following on from its 
companion volume We Mean Business. 


We're in Business comprises: 

® Students’ Book 

Teacher's Book 

Workbook 

Students’ cassetie of dialogues and listening exercises 
Language Laboratory drills (Set of 2 cassettes) 


ee#es 
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